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ABSTRACT 

Addressed to teachers, administrators, resource andj 
referral workers, and substitutes, this booklet offers advice about 
finding and retaining good substitute child care workers. Sections 
concern (1) causes of the “crisis" in substitute care, including the 
expansion of child care, provider turnover, sta of elementary 
school teachers, low pay, nnd lack of training; (2) how child care 
Hs ees and community agencies are responding to the crisis by 
defining responsibilities, developing hiring procedures and policies, 
providing orientation and supervision, and improving the work 
environment for substitutes; (3) establishing a substitute referral 
system that includes recruiting, advartising, screening, 
te pes fF training, referral, feedback, updating, the use of 
existing child care substitute registries, and efforts to obtain 
financial support from foundations and corporations; and (¢) rights 
and responsibilities of srhstitute child care teachers. (RH) 
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The Child Care Employoe Projest (COED) advocates for amprined 
wages, status and workiag cunditions of child care providers in 
order to ensure high quality child care avaidalbe to all familics 
tepardless of econonuc status, The CCEP bs a non-profit apency that 
provides resources, training, and comultaien to the child care 
community, For more information, please call (415) 633-9589 or 
write CCEP, PO, Bow 5603, Berkeley, CA 94705, 
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OD a list of all the children in the classroom with notes on any 
children who have special needs or who need particular 
attention 

C important rules abour safety and the use of equipment 


You may also want to suggest a few simple “sure success” 
activities and give some examples of the kind of guidance 
and discipline you use with the children. Revise the handout 
periodically so that subs aren't given outdated instructions. 
The more orientation you provide, the better the sub’s chance 
of handling things smoothly and efficiently. This minimizes 
change in the children’s routine and lets subs know that their 
time, energy, and talents are valued. And tell subs when they 
can take a break—they shouldn't have to ask! 

Introduce subs to parents at the beginning or end of the day. 
A name tag for the sub is an easy way to make everyone feel 
more comfortable. Be sure to inform parents about your sub- 
stitute policies and the kind of orientation or training that subs 
receive. Parents will appreciate your care and attention in this 
area, because seeing unfamiliar faces among the staff can be 
unsettling. 

When the day is through—and if you want subs to return— 
thank them and Ict them know you enjoyed working :ogether, 
And pay the sub promptly! It's also a nice procedure for 
someone on the staff to make a follow-up phone call to subs 
to discuss how the day went, offer some constructive feedback, 
and to ask which things could be changed or improved. 

As much as possible, include subs in staff discussions; a 
frequent sub might be invited to attend staff meeting or 
in-service training. Invite subs to events and parties at the 
center, too. These gestures foster a sense of belonging and 
make subs feel appreciated —encouraging them to stay on your 
sub list. 

Periodically evaluate your sub policy. Talk about activities 
or instruction that’s particularly easy (or hard) for temporary 
staff to handle. Certain regular routines may have to be adjusted 
if they prove too demanding for a novice. Identify subs you 
think are qualified to become permanent teachers and develop 
a plan to recruit them to your program. Make time for the 
Permanent staff to talk abour the enervating (bur inevirab -. 
process of continually orienting new people and adjusting to 
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new faces and different teaching styles. This discussion may 
include developing responses to complaints from children and 
parents, as well. 

Subs are entitled to common courtesy, but more chan that, 
they are entitled to professional courtesy. A sub cannot do his 
or her best work without proper instructions and guidelines. 
It is up to you as a colleague or administrator to help the sub 
function optimally in an unfamiliar workplace. Take the time 
to give substitute caregivers the care they need; in the long run 
it will make your work less stressful and more pleasant. And 
when it’s your turn to take a ‘day off or a vacation, you'll be 
able to take the time you need —without worry. 

Most importanuy, develop realistic expectations. Remember, 
there is an industry-wide shortage of trained personnel for 
child care, requiring strategies that go beyond individual center 
policy. Turn to the next section for ideas that may be applicable 
to your community. 
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Communities 
Respond: 


QO Establishing a 
Substitute Referral System 


How are communities coping with the shortage of substitutes? 
In order to study the situation and to generate new approaches, 
the Child Care Employce Project interviewed dozens of people 
around the country who have been tackling the problem in 
various ways—resource and referral staff members, teachers 
and subs, consultants and trainers. We talked to people who 
are just now establishing a substirute system in their area, and 
others who have had a system in place for years; people who 
feel their current arrangement works well, and others who are 
dissatisfied and experimenting with new approaches. 


Recruiting and Advertising 


When you undertake a recruitment effort, begin by targeting 
all the groups who may be interested and identify how best to 
reach them. Consider students, parents of young children who 
may want only part-time or occasional work, retired seniors, 
and job training program participants. Where can these groups 
be found? Where do they gather, work, or shop? What news- 
letters or newspapers do they read? What other agencies serve 
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them? What are the best times of year to reach them? 

The most important step is to make and maintain personal 
contacts with agencies, colleges, and other institutions. For 
example, you can alert a great number of students to substitute 
work if you arrange to include information in their fall regis- 
tration packets. 

Most groups coordinating a substitute program find that 
they need to advertise regularly to keep the system going. Even 
a program that has been active for years can dwindle if outreach 
efforts slacken. 

Mthough the Child Care Resource Center (CCRC) in 
Cambridge, Massachusetts, had been producing a monthly 
substitute teacher list for about ten years, by the summer of 
1985 the number of listings for subs had shrunk to less than 
ten per month. CCRC sent flyers and information packets to 
every college student placement office, vocational training 
program, senior citizen group, and community agency in the 
Boston area. CCRC also placed ads in neighborhood and 
student newspapers, which were less costly than city papers 
and produced better results. After this increased outreach effort 
throughout the fall, CCRC’s list now includes more than twenty 
subs per month and continues to grow. 

It's important wo make sure that you are reaching all the 
major sources of potential subs in your community, using 
every possible means of low-cost advertising at your disposal. 
Don’t be afraid to advertise—it may cost less than you expect. 
Child Care Connections, a new resource and referral agency 
in Boise, Idaho, has obtained free ongoing space in the Boise 
newspaper to publicize irs substimute placement and other serv- 
ices. Check with your local newspapers, radio, and TV stations 
about the possibility of free advertising, calendar listings, and 
public service announcements. 


Screening and Interviewing 


Substitute programs vary widely in the amount of screening 
and interviewing they conduct before referring subs to child 
care programs. Most referral programs disclaim any liability 
for sub placement. Instead they offer a centralized service that 
saves child care centers a few steps without climinating the 
necessity of carefully checking potential employees. Child care 
providers, on the other hand, are often unable to screen a sub 
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carefully when they need someone to cover a dassroom right 
away. Henex, many communities feel a conflict over where the 
role of surcening lies: within cach child care program, o7 ata 
community agency level. Centers feel nashed and needy; referral 
workers are reluctant to become employment agencies. 

Whaterc: level of screening they conduct, most substinute 
referral programs have developed an application form—the 
simpler, the better—to cliat basic information about a substi- 
tute’s experience and work preferences. Applications should 
include: 


D education level 

BD experience with children (which age groups, what kinds of 
settings, how many months or years, which age groups 
preferred) 

special interests or skills (music, sports, other languages 
spoken) 

0 when and where available for work (which time shifts, limirs 
on transportation) 

OD recent employment of eapericnce 

OD names, addresses, and phone numbers of two of three refer 
ences, preferably those who have scen the applicant’s work 
with children 


Many cities and states—especially in the wake of recent 
accusations of child abuse in child care prograins=also require 
fingerprinting or criminal background checks. Although the 
practical value of such safeguards is extremely limited, substiture 
referral programs can save child care centers valuable time by 
gathering this kind of information centrally, if it is required by 
law. Medical exams and TB tests may also be required by law 
in your state, and again, the referral program can save centers 
time and assist potential subs by researching where to secure 
these services easily and cheaply. 

Frequently an application form and any required criminal 
and health checks are all the substitute program collects before 
placing subs on its availability list. Child care providers are then 
compleicly responsible for interviewing the sub and checking 
references. 

Some sub programs, however, have become dissatisfied with 
this minimuns approach and have started to screen subs more 
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thoroughly before referring them to centers, largdy because of 
complainn from child care providers and concem about safe- 
guarding the quality of care. The Child Care Resource Center 
in Cambridge, Massachusetts, now interviews applicants and 
checks their referenacs, CCRC has found that people who are 
inappropniate for subbing tend ta “sarcen themnschies our” by 
not following through an all the required steps. 

Such interviews should be brie/ and simple; this is not the 
time to ask the soul-searching qucwions you might pose for a 
permanent poution, Child Care Resource and Referral (OCRR) 
in Rochever, Minneseta, for exainple, typically acks substitutes 
two questions in a group interview: “What kinds of thingy do 
you like ta do with children?” and “How do you handle mis- 
behavior?” CCRR alsa invites several directors at atime ta meet 
asimilar number of potennal subs, This group sorcening helps 
eubs to get mare informanon about “what they’re gorting inte” 
as well as providing directors with an unpressured screening 

One of CCRR’s spcaral feamres os ite recruiimeny and uraining 
budget, supported by parent fees for child care referral and 
fees for community training sessions (52.50 per training hous). 
This allows CCRR to pay potential subs, after an minal inter- 
view, cither $10 for a three-hour visit to a day care center 
of a family day care home, ar $20 for both, The provider then 
senda an evaluation of the sub to CCRR 50 that other providers 
will know that, at the very least, some concrete, omithe-job 
screening has taken place. Although $10 ts low pay for a 
three-hour visit, it's a great improvement over the unpaid 
initial yisits that many programs ask subs to make, 

Training 

All of us in child care know that money and resouracs for 
training are scarce. Yer sub programs around the country have 
developed some iaw-coit madels. Following are some examples: 

Child Action, Inc. in Sacramento, Califoria, combines 
sereening of applicants with some basic rraining, Every pvo 
months, using guest prosontors from the local Infant/Toddler 
Network and other provider groups, Child Action conducts a 
three-hour uraining and screening vessson to provide bac infor- 
mauion on health and safety, first aid, child development, and 
practical suggestions for dassmom aaivities. Each applicant 
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is then briefly interviewad (the typical format is four situational 
questions), asked for refcrenacs, and prompily notified by 
preprinted poscard whether be of she has bron accepted onto 
the sub List, 

Family and Childron’s Sonices of Kansas City, Kanias, formed 
an ad hoe group with two othe organizations carly in 1985 
and worked with thar Ical NAEYC afGliate to devclop a 
“Subsnitute Provider Training Program.” A email one-year 
Membership Action Grant from NAEYC hdped them publiaire 
the program and davclop a training manual, a 1004 page 
anthology of basic child care readings from a vancty of sources, 
Three-hour training sessions arc hdd monthly, and subs are 
thon encouraged ta observe at conten before they begin work, 

Although the Child Care Resource Center in Cambridge, 
Massachuserts, docs not conduct ongoing training for subs, 
cach person who signs up on the sub 147 reonives the xclent 
onentation boollet “Guiddines for Day Care Substinices” 
The bookler inddes a brief form thar subs can use to ps 
written references on thar work, 

Community colleges may alo be a tewarce for training 
subsnrutes, The Early Childhood Education department at 
Cabrilio College in Santa Cruz, California, has bold a sive weed 
senes of Uvee-hour Saturday dasses for wobs, These clauses 
five an overview of child care work induding health and safety 
and communication skills, 

In Corpus Christi, Texas, the Coastal Bend Child Care 
Administrator’ Association—a group of about 40 directors — 
worked with the Early Childhood Specialist Department of 
Del Mar College to set up a 12-hour non-credit course during 
the summer of 1985, The course induded information on child 
growth, child abuse, discipline, handling emergencies, and the 
state minimum standards, The 28 participants who completed 
the course were placed on 3 subsnrure list sent to local child 
care centers. Thor training costs were reimbursed by the 
administrators’ association, and they also obtained a food 
handlers’ card, job refcreaces, a TB reas, and a training cenid- 
eaic, The coune was 40 eucccuful that the organizers plan to 
repeat it, An information packet desonbing ube devdlopment 
of the course ts available for $5 from Glenda Stanton, YMCA, 
3166 Reid Dr., Corpus Chieti, TX 78404, 

In other communitics, such as Oakland, California, local child 
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care direoturs’ asocatians are conudcnng woaducting oda> 
sonal training scsuons speafically for substitutes, Assooatios 
sembers would rotate the respensbiluty for teaching the ace 
sam, aad by pooling thoir efforn they would cach dearcane the 
amount of time spent iraming and ancnting avery sub they usc, 
Referral Feedback pdating 

Many subitrcute programs produce a wburture lat monthly 
or bimonthly: tor mombers or subsonbers, The Child Care 
Resource Contes (CCRC) in Cambridge, Mauachusits, for 
inmance, meaty a monthly lot to subsonbers who pay $15 per 
year, The bot contains the banc information from cach sub’s 
applicatzom name, address, phone number, best ume to call, 
educanes, length of experience with different ape groups and 
in diifirent kinds of programs, languages and other skills, 
nines available for work, and any transportation Limi or 
eg. 

CRC reminds its sabsonibers that, “We hae not evaluated 
the watk of these substrates, We ask that you, the provader, 6H 
eut the opdosed evaluanon fon fot cach whatinate concming 
that performance and teturn ot to us, All evaluations asll Be 
tenioned to dctctmine if a peteon’s petiormance ms satfactoty, 
ot whether terroval from the list needs to be cansidered, 
Evaluation forms will be kept on file at CORE and may be trad 
ty providers and the subsurete.” Providers have found this 
cvaluanan system belpfal, bur CCRC admits that they tend to 
teocive only the carcincs—the very positive of very Negative 
evaluanons, Subsurates who wish to remain on the hist can 
simply re-register by phone each month, 

Child Action in Sacramento, Califomia, goes a uep beyond 
printing a disclaimer on itv substitute list; before child cate ar 
family day care providers can subscribe to the list, they thom- 
sdhes must reocive a bricf orientation to the sah program from 
the Child Action watf, To keep thor lor wp-todate, Child 
Action poriadically sends postcards out to its registered subs, 

Orber programs, such as Cano in Albuquerque, New 
Mexico, or Child Care Rewutce and Referral in Rachertce, 
Miancrota, give subsastute tcferrals to providers over the phane 
instead of mailing out a hist. Providers thea maintain thar own 
tub liste and cali the substinite program only when they need 
new referrals. 
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Broader spensordup of a subsiitute program can be very 
benchoial, The Office for Children (OFC) in Fairfax County, 
Virgitas, has a unique network of §2 school-age child care 
Programs spansored by the covary povennmont, and has a etal 
monher at i central wifice te cocndinate the rcicirals, OFC 
budget nine pomancnt “floating uh” poutons, and also 
Loops a lke of ahour 3$ on-call aubs who are hited as pended, 

The Usiveruty of Cakfomia at Berkeley, which provides 
espace and student fee support fer ay etate- funded child care 
centers, holds free in-scrvice raining—a one-week scnics of 
workchops on subject: euch as infamttoddler curricula, bealth 
and mumc—crory six months. Subs are pnd tw atrond! More 
oer, Univority sponsorship of these center allows an unusually 
hgh rate of pay for subs, Ay of Spring 1986, starting pay was 
$947 an hour for those with early culdhood education oreden- 
tials and $8.36 an hour for non-oredentiated subs, Although 
subs aron’s guaranteed duily employment, the size of athe 
Unaerasy system, combined with the high gate of pay, creates 
a pool ot capes, well-raned inmporary teachers, 


Child Care Subutitute Rognisics 

Reople in many wthor profensorns— euch as public schools, 
hospitals, and bussiness offices ~ have bong had centralized “regis. 
Ines” or cmaployment agonaet which imply their earch for 
substitute help, Several child care ager-cacs around the eountry 
are now investigating the posubility of adapting such a modd 
fo our profession, The Westem New York Child Care Counall 
in Rochester, New York, is serking starbap funds for a “child 
care personnel service.” So is a group of about 30 child care 
centers in the Fremont, Califomia, arca, 

Public school diynicts, for example, have opcraiod substinate 
repninics for years, Once substitutes have encolled in the negisny, 
they call in for assignmonts, usually at lead ane day befune 
they ane available, A oemal school diurict office rygically 
atfanges subs on both a dady and a weekly basis, Schoals call 
in for subs ay soon as they scantily a needs von alter offve 
hours they are often able to leave a coconded menage, The 
school dima, pot the indisdual acdhooll, as able for any 
provable megliammce or wrongdoing by a vubsntete. 

In the San Franaswco (Califomia) Unified School District, 
between 100 and 2,000 subs are rypecally available, and work 
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an avorage shift of four hours, por daa, Wages are quite high, 
espeoally since 1954 whon subs organiod a wrote the San 
Freaosco Substrate Teachers’ Organization, As of Soptomber 
1986, anbs coonay a wanting pay of $9943 an hour; attics 78 
aswgnimorts the hously pay oncrcancs to $92.1, 

A subuntyte ecgetty fot child cate contors in an appealing 
powivhay, Indsadual comers could save conudoratle aime 
ane maewncy petting wah, even f they had to py a semicart 


on udsedned, and eate mare Tdidles sad sub we ages “cold 
taprove= although aot, moat Irkels, to pubic school dretrct 
deveda" 
¥er dhere ave atall same antenal ved aie JABS, gapooially: race ts Es 
coping such aasaes as dudwhty and amsurancs, da the current 
whild care anaurance chist, Hatwlery coverage dara central regixtny 
office would mast bkely he prohihuive, Child care regrstines 
tty nocd to snodiy Snir aystorms so that dhe lidhdity @omatns 
The F fomaat, ‘Cabloria, atca Ducctogs’ Consad us offomung 
to tmanage aeubetatute rogisdtey at dispatching sopace fot 440 
local child cate centers, A atalf member would he reoponuahle 
for geonmiment, uttonacwing, draining, evaluation, and ecfopral 
of eubs, Local centers would pay an annual subsoupuon fer 
based on thes caye, aad an additonal ter cach sme thoy word 
the sonace, Polis, procedures, and pay would be standardizad, 
with built-an pay inctcancs to towatd cubs far length of service, 
lndiasdual center would assume labidiy as the employers of 
cach sub they hire, For insurance purposes, the registry’s role 
would be similar to that of a resource and relctral agency is 
giving child care referrals to parents. The ergistry would save 
eeators acveral steps, but each ecnter would retain the respomad> 
bility for malung careful Ghoices in hiring, 


Foundation aad Comparsic Support 

fa bvcaking acw growad ta umprone the substityte tcacher 
staation, child care programs aced all the allics they cain fund, 
Start-up fandong may be available trom a wancty of xoutces, 
Don ovetlock foundston: and cot porstiodis SA your areca, 
although they may prefer to eupport a child care project chat 
bonefite the entire communny rather than a single conter, A 
number of the resource and rcesral programs desasbed above 
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obtained small grants trom a Substitate Lat Bund emablabod 
by Work Family Darcorioms, a comporate-tuaded renource cleat: 
snghouse en Bowtan, Manachusetta, Phe National Assaciatian 
fot the Paucataon of Yomng Chiron has ato awarded Mom, 


hosp Agaoa Grants fot face atthare gramps tu crcate sub 
PIOSsTsMs, 
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© Your Rights 
and Responsibilities 


Cliiders cannot be leff to care tot themes, Without 
substitutes, child care programs would came to a screeching 
halt, People wha woth with children ate prone ta Hequeni 
tllvcaaca, OFC JAR at ORAZ need Jot tethparary shild gare 
porsonnsd, Teachers need to take vacations, toa, and centers 
geguire subs for pre-arranged ieave ume as well as dayteanmnute 
absences, Following are some tips we hape will meke your 
expenionee asa sub a good one fot you and the children you 
wotk wath, 


Decding ta Baname a Sab 


Ai wou ate deterested aa bocomung a sibstetyte, chock yout 
Lagal ace paper for ada or somtact pont Racal chuld are rctonral 
BEG Y @Y Clordeybegenytty collage € eats ehrldhowd dlopart: Seti Ko} 
hid out what onumtition of daisng Sragrams ate aadlabile, 
Tf no vadh programs cron, you cen comtadt dhid wate enntots 
rite om the yellow pages of the gthone thacik to thet thorn fone 
you are umtercseed en anmporary work, Most contors acenpl 
apbstatutcs with bitle ar mo pruer tramag ar ceponenie a 
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catly childhood education, but subs wath preparation are ais 
ércatot domand, Morcever, beyond provding a mordad scmice 


state), Mont Gommunctics raguure a ash ta get a TB sorconng 
teat, Medical cxasunationa, onmenal record checks, and hager 
Pshisng are often also seguind by law xo help suaare dhildron’s 
ihealth and satety, Sance these can he cout, at as worth shapping 
around for the feast expensive sauces far these soruces, dn 
some atcaa, thore may the ah agency wath fund: to stbsidue 
Wour Corts, 

Maay child care resagrce and referral agencies aperate a 
auibybenate placement servace to anton anterested cantare shaut 
Peaple who are evadable tor temparary wark, Ta join such a 
Prograr, you mull probably med to be untermaemwed, Provide 
dhatactor totorondes, and porhups parhigipate in 2h onentation 
ot Haching Progra which sigs cerveilve a wot to a contort, The 
may seom tke lot of work to get a gotporaty gol <epegially 
one with wach low pay = ‘but these are important steps! People 
operanng child care pragratya anust take precautions ta ensure 
that adeguately prepared people work wath young children, 

Centers that do nol use a placcmont agency thay ask ta aneet 
wath you thomsclyes hofore they hire you asa sub, IPs cikay to 
decide that you prefer seme centers aver others, And it as also 
feasonable to ack af you will he reimborsad dar the ume you 
spend visiting a center, expecially af you are asked ro work 
dutsag this visit, dn che ond, these procedures bench! you thy 
helping you determine whothor of Rat you want to he a sul and 
Mepamag you for what ds.a very rewarding, bat caning, job, 


. fer the Fara Thane at a Contes 


Once pou aig oF a bed of have been acceptad to won’ asa 
ou by a pathedlat center, he ready fot yout Hirat call, Sance ie 
may womne voy cally on dhe snostmeng wr lake at eg, wt anaty the 
mucttell to thew a wiutton Liat of quentions bby the phone, Dagheg 
with @ new omployer cen the excining end monve-wradking, and 
af the gall is wneapreend of Gomes at an wausuel hour at us caey 


2 25 


@ 


ERIC 


JA Fui'Toxt Provided by ERIC 


ke fara to ask fot ampottant antonmation. Nay wall probably 

want ta dunaw: 

Dahe addeess at the onto ard ata qpecal aBablrgataam Boat 
Ror gtarg a icwttkets corbin jie yeagaerdd iby By aerghyz vert fort othe 
dhfhondt-to Bind sectors ot brasildnge: 

Tighe manher of hours you will he meeded aad what Gene to 
shave an ionder to he ready xo work wach the children Gone 
OCHS BNSY WARE yergt op gutapilete Paperwork wo abe cath 2) 
DEALERS Vorget Pare fhe ih, aathiots tray ow ah to Seve WOW a tort, 
ate} 

1 age gtoup af the dhildeon you will wotlk math to help you 
Ihe mentally peapared dot sour day) 

El mame cof the Perna you shonild HOPE Eo) oth arrival, and, 

dettorent, the mais: od the porsan we will he working wath 
aid cag tdly en fot ledlp 


7 
‘9. 


» adhedule at actuation; aad amytheg wou shondd Arow abeutt 
the geome caf Wort will he cidade, whether wont dined to pong 
went Bertagth) 


Your Fert Dey at a Contr 

Be sete to sllow plenty cof dette to get to the center ashon 
foguested = ven atiough temic te get dost! Beri + to he ratly and 
look around than tg artic atc, Repott tot persot whose 
natne you fecewed over the phone, Hf noth) sas heen anon: 
waned about the patent provedure, ant wrsom about 
JOHN LO High, ote, 

Once you ment rhe person you will he work zy, vost losrly 
wath you can ask about how the conter operates and where 
things are. Mast peaple will probably otter this antormation 
and some centers even have a dhandout gor subs chat tadhades 
quch dtarmadian as: 
hemotgion praveduires, dacataan wit futat gid duet 
T settle wd thir day 
TY special wallos Cid ceed dude thckes aah contain stena, tte) kos 

om ihe hibing stimumsre gt aceon, sheen and hedort¢ enesle)) 
I Nocgtonn caf aryyphion 
QO ypeual meeds or concomns of enduudasl children (allergies, 

physcal repotians) . 
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Meany of the information is uncear on the handout or the 
first time it is incntioned to you, don't hesitate to ask for 
clarification, Confteion later on might be dangerous, 


Responsibilities 


Entering a child care center filled with lots of children and 
adults busily working and playing can be overwhelming and 
disconcerting. Don't get frazzled, Below are some guidelines to 
help you keep a clear head while working at a center: 


You are there first and foremost to insure children’s health 
and safety, Always make sure there in an adult present before 
you leave a room or the yard, Children should not be left alone 
even when sleeping. 

Avoid physical force or abusive language in managing chil- 
dren's behavior, If you feel ont of contral, axk another adult 
for help. 

Observe good health practices, Avoid smoking or the use of 
any drugs or alcohol when you are responsible for children. 
Wash your hands after assisting a child with a diaper or atthe 
toilet and before preparing any food. Be careful when drinking 
hot liquids like coffee or tea; a fase moving child can cause a 
spill leading to a potentially serious injury. 

You are there to assist other staff in caring for and teaching 
children. Pitch in and help when there is a need for an adult 
(helping take off jackets or putting on smacks). 

If you initiate activities with children, select sure successes, 
Playdough is much easier to supervise than fingerpainting, 
A story is always a winner, Take your lead from the other staff 
you are working with, 

Be friendly to parents. They are often as nervous as their 
children about seeing an unfamiliar face at the center, Introduce 
yourself: “I'm Sue and I'll be subbing for Joe who is sick 
today.” Feel free to tell parents about positive events during the 
day, but leave negative or troubling feedback to the permanent 
staff. 

Leave the room tidy and help with clean-up as needed. 


You are there to provide nurturing and support to all children. 
Responses from children will vary. Some may readily attach 
themselves to a new adult; others will be upset by the presence 
of a stranger. Try not to take children’s negative reactions 
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personally, Hane child attaches to vou, you can say gently that 
you need to help all the children while you are atthe ernter, 


Rights 


‘The program you are working for has eectain responsibilities 
toward you as an eimnployes, even if you are warking ana 
temporary basis, You have right: to: 


Clear directions about what iy expected ef you, Somenimes 
in the tush of dealing with children, other staff will fail to 
convey dinportant information, You ean asiat by aking for 
canfication and finding out who you can go to wath questions, 

Appropriate job descriptions, You should never be left alone 
t0 supervise children, nor should you be expected to plan the 
program or conduct parent conferences, However, if yeu sub 
for a jong time atone center, your feedback on children and 
curricula may be sought 

Working conditions and pay required by law, Federal law 
mandates that all people working in child care car atleast the 
ninimuny wage, Additional stare and federal Jaws povern aver 
tine pay, breaks and frequency of pay (write to CCEP for 
information about these laws), You have a night to be paid for 
all the time you are required to be ata center, even if you are 
not ina classroom, You have a right to know how you wall get 
paid and when you can take a break, 

The protection of certain health and safety regulations, The 
most common violation is of the legal adult-to-child ratio (the 
number of children cach adult is responsible far), Your local 
child care resource and referral agency oF state department of 
health or social welfare can tell you what is legal in your area, 
It’s a pood idea to be aware of these laws and how they affect 
you. Hf you are asked to supervise more children than the legal 
limit, you have the right and the responsibility to say you 
consider it unsafe and you are uncomfortable with the situation, 
If the employer doesn't change the situation (and/or if you are 
asked not to return to the center) you may want to report the 
situation tu the licensing agency. As a child care employee, you 
also have the right and the responsibility to report any adult 
behavior that is abusive to children, 

Kind treatment and feedback on your performance. You can 
communicate your interest in learning from your experience 
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as a ath by saying that you would hike be kana if something 
you are doing bs helpful or if there is semething you should 
stop doing, Sometines atalf are too huey atthe end of the day 
to share their seactions. You can tell chem you would appreciate 
a call and that you are available to return aa a sub, Be sure to 
leave your phone number, Hyon don't hear from a center 
again, you might cantact the local resource and refereal ageney 
tosee they received an evaluation of your performance, You 
can alo provide feedback fora center by writing a letter or 
Making a phone call, 


re) 
ERIC 


Unfortunatel, beesioe of the many presiites on people 
Who work a child care, few subs core hear that ther energy 
and talents have made a tremendous difference to other child 
cave worker, parents, and children, Mia causes many sub to 
downplay the value of thar work, ovedooking same of their 
righty and responsubilitics in the process, However, by recog: 
nang your gphts and by beng well prepared, you can emaure 
that your ¢cerive the informanon and help you aced ta do your 
job well and to expenence the many rewards of working in 
child care, 

We hope this informanon, gleaned from +o pany dedicated 
child care people, will axaat you in your cffarm to make good 
subs casice to find and kecp, We encourage you to discuss your 
policies and ideas and to share them with us at CCEP so that 
we can paw them along to others around the country, 


fal 
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Thanks ta the fallowing people and sects ies be provided 
information for thts resource: 


BANANAS GiUd Tlegrapdy Ave, Oakdand, tA 94ec9, Aahyee © uitic 

Capia~ PO Bow 2748, Albugucnguc, NM OATES, Glad) Bad 2 dT: Sheila 
Relget, ditectin; Ravhara Quintana, vacs dinates ot suta Progra 

C hdd Cate Cootinectindts— PO) Baa 2? tn, Boise, 1H) 83708 Fon) Ta dee 
or VADKUDYS: Shateay tiady 

CAAA ate bateyaistian f achange =: (208) s92: Jann; Ruges Nougebracact 

OAT Cate Re sinueye £ witedy dee OR RON — S92 Msssachuneits Aes ; 
Cambpdger, MA O2Li9 

Child Care henoures Centes, baa Peiaanda Valicy = 1440 Sydyan de, 
Sate He, Van Nays, CA SAO, (NER) THE 209, ano R297, FRO RAT, 
Marjorie Monae 

Child Care Resuance & Reicial— 803 8! Conte Bt, Suite 200, Has heer, 
MN. 86902, (697) DEF 203d Twtts Rhetlock, Stree’, bathig Wickes, 
car dinatag af sab reicpial 

Childers Sepvicrs af Mapiis Canty 2 W Panera Are i240 beredoas, 
SJ] 07970, Gal) RAG: 2A Mas baths Mars 

Community Coonlinated Ohuild Care 4-0) id Dane € AUT = S200 Moat 
St, Madison, WH SSH, (ous) 248-7438; Diane Adam 

Canamunity Services for Ohidiva— 439 EL Lacuss Sa, Bethts heic. PA Dede, 
(224) edd 1819; Joyce Lang 

Pareptional Perants, Inc, (RAR) = 2530 Vaiversa y Ave, Watetdan, PA 
SOTO), (39) 242-667); Joanne Lane 

agers, Wil ~ San Veatcisca, CA 

Klepp, Maggie Unsrnscios at Cataitle Collige)— 30) Center 44., Santa 
Cras, CA 95004, (A08) ADL BEGK 

Math, Mike (Pare Oaks Coblege} == 2O Bus 20786, Osidand, (A 
94630-O] 2% 

Milic#, Paul (Sai Caties Children’s Conca Jee ANJOO Vado Paey ad sa, bay rca, 
CA GAGA, (433) 657-2920 

NALYE Chad Care faformation Sepa (800) 424-2460; Deborah Phibps, 
feo Bonnes 

Olfve far Chddien, Fautay County = M2 Wapies Mal Ra, Paiedaa, VA 
220K0, (703) 691-3975; fateen Harahan, sub coordinatad 

San Prancaca Unified Shoad Dotict— 13) Van Neas Ave, Saa Prancaca, 
CA 94903, (a5) 365-9208; Shetry Korn, aub coordinator far sthildien’, 
eens 

Subsuitite Proveder Training Program = 360) W. 98th be 4 Oupland Park, 
KS 66200, (916) 743-5280; Kathy Hermes 

University of California Ohild Care (418) 642: 4847; Suc Dave 

Western NY, Ohild Care Counal = 104 N, hphugh $1, Ream 424, 
Rocheoter, NY 14644, (7163 232:2330; Rarhara Ann Matte, duster 

Work Tamily Durations =< 100 The Riverway, Bost, MA O2214, 1617) 
734-0001; Johanna Schulman 
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